Building & Managing Master Rosters
for ROSS Overhead Groups

***In order to complete the steps listed in this tutorial, you will need (minimum) Basic User and Roster Manager privileges in
ROSS. If you are managing a roster for an Incident Management Team, the Incident Management Team role may also be
helpful. If you do not see the Roster menu item under the Resource dropdown, you do not have the necessary access.
Contact Rocky Mountain Area Coordination Center for access to IMT rosters.***

FINDING YOUR MASTER ROSTER
You will then see this pop-up window:

Once logged into ROSS, click the Resource menu

£ Search Resources ()
on the top menu bar. Select Roster from the dropdown. =
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(NOTE: If this window does NOT appear or you need to get
Position jHesrIClion |[Hesource MName A ! B
back there to look up a different roster, simply click the

Search B8 putton on the main Roster screen. )
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Find the Overhead Group for which you wish to create/edit a Master Roster by selecting Catalog > Overhead, then type the
IC’s last name with an asterisk (*) on each end into the Resource Name box. For most searches, you will want to leave the
default radio button selected next to Roster or No Roster.

(NOTE: This is known as a wildcard search, and can be used in any user-entry field in ROSS.)

Click the Search button, then in the Search Results box, click to highlight the team whose roster you wish to edit.
(If your resource item is not listed, contact RMACC or your local dispatch center.)

Click OK.
éw Search Resources @

rSet Search for Resources K

Catalog® Overhean Resources that have /

/ * Roster or Mo Roster
Catalog Iterm | ! " Roster with Local Resources Onhy /4/
" Roster with Local or Non-Local Resources

Resource Name |*b|ume* k I No Roster
Search Results
RosterName —— [unitip___|[Status |
TEAM - IMT - T1 - LOMG - RM - Blume - 2014 . [TEAM - IMT- T1 - LOMG - RW - Blume - 2., [CO-RMC Failable -
TEAM - [MT-T1 - SHORT - RM - Blume - 201... |[TEAM - IMT-T1- SHORT - RM - Blume - .. [CO-RMC Available —

View

<.

If you click the View button at the bottom of the Search Resources screen, you will see a pop-up window with details about
the resource item selected in the search window:
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Each tab in the View Resource window holds important

o View Resource (==

Overhead

information about the resource item. No information may be P R B T T R |

edited from this screen. If you notice a mistake or have
questions about what is listed for a particular team, please G i

call RMACC.

£ Resource Ordering and Status System (ROSS)
File Administration Resource Incident Request Travel Status Window Help

[l | m] 3 {[ico-CDPS-000001) Colorado DFPC SEAT Suppont 2014
Roster

Roster:

Resource Hame | TEAM - IMT- T1 - LONG - RM- Blume - 2014 (CO-RMC) Has Non-Local Resources - Yes
B 4

Roster Name ‘TEAM’IMT'T‘\ -LOMG- RM- Blume - 2014

rPrimary Roster Position
Position _—___[Restriction [ResourceName _________JunitiD [Status ____[Local [Reserved | _#]
INGIDENT COMMANDER, TV...[Qualified ... [Blume, Robert P (G0-FTC) CO-F.. |Available No_ o 1 -
INGIDENT COMMANDER, TV |Qualied .. |PECHOTA, TODD (SD-GFC) S0-B..|Available No__ o 3 A
INGIDENT COMMANDER, T_ |Traines A |DALLAS, DAN (CO-FEC) CO-R.. |Available No_ o 3
AIR OPERATIONS BRANCH _._|Qualified . |Dunn, James P (CO-PBC) CO-P_..|Available No__ [No [
AIR SUPPORT GROUP GUP.._ |Qualified . [TRAPP, LARRY QAY-RWC) WV [Available No__ [No 5 I
AIR TACTICAL GROUP SUPE.._|Qualified 6
EASE CAMP MANAGER (BCM..|Qualied .. |Overtwe, Laurence E (C0-GJC) C0-G.. |Available No_ [wo 7 =l

action |  GoTo |  view Print SetTo# | [

AddiSwap Roster
Imventory | arernates |

Resource Name | & Local Imventory !
’7 [

Unit ID " Non-Local Inventory*
Unit ID [Oual Status
Add As Afternate Addiswap Yiew
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Resource Status  |Aailable Fitness Rating Expiration
Employment Class | Bouy Weight [

Home Location [Rocky Mountain Recional Office - USFS (CO-ROZ) Record Source ROSS

Current Location [Rocky Mountain Recional Office - USFS (CO-ROZ)

Organizations | Quali | ility | Special Conditions | Features | Assignment History | Contract Information | Documentation |
Current Dispateh Unit Rocky Mountain Area Coordination Center CO-RNC 303-445-4300
Horne Dispatch Rocky Mountain Area Coordination Center CO-RMC 303-445-4300
Home Unit Rocky Mountain Area Coordination Center CO-RNC 303-445-4300
Owner Rocky Mountain Area Coordination Center CO-RMC 303-445-4300
Provider Ruocky Mountain Area Goordination Center CO-RNMC 303-445-4300

After you click OK from the Search Resources screen, you will be
taken to this screen to create/edit the Master Roster.

(NOTE: For simplicity, this tutorial was created using screenshots from
an existing roster. However, the process is the same whether you are
creating a roster from scratch or editing an existing one.)



ROSTER SCREEN

We'll start with an explanation of the buttons at the

top right: _ Search takes you back to the previous screen to select a
different Roster.

—=_\/iew Resource shows the same resource item details as you

viewed on Page 3.

Documentation shows user-entered documentation for the
current roster.

Edit allows you to rename and create versions of the current

[l iL| IN] ]| ico-R02-000008] CONG Training 2014 _~| [l [REQ] IR] PR|~=| mp| Rs| 1L |RE]

rRoster

[RE]

roster. (Please contact RMACC before renaming a roster!)

== Delete is self-explanatory. Once a roster is deleted, you
CANNOT get it back!

(Please contact RMACC before deleting a roster!)

New will only appear as an option if the selected resource
item does not have an existing roster.

Resource Name |TEAM— IMT - T1 - LONG - RM - Blume - 2013 (CO-RMC)

[ Primary Roster Position pane lists all of the positions

Roster Name |TEAM-\MT-T1-LONG-RM-EIumE-QDH g . . . .
B - currently assigned to your Master Roster, their restriction,
rPrimary Roster Position
) . ey )
a nd the resources cu rrently aSSIgned to eaCh p05|t|0n
INGIDENT COMMANDER, TY... |Qualified ... [Blume, Robert P {CO-FTC) CO-F... |Availahle No Mo 1
INGIDEMT COMMANDER, TY... |Qualified ... [PECHOTA, TODD (SD-GPC) S0-B... |Availahle Mo Mo 2 l
TIME UNIT LEADER (TIME) Trainee A.. [Sutphen, Kathy L (CO-RMC) CO-R... |Reserved Ves Mo 3
INGCIDEMT COMMANDER, TY... |Trainee A... [DALLAS, DAM (CO-PBC) CO-R... |Available Mo Mo 4
AR QPERATIONS BRANCH .. |Qualified ... [TRAPP, LARRY (WY-RwWC) WYY | Available Mo Mo 5 l
AR QPERATIONS BRANCH .. |Trainee A.. B H H H
AR SUPPORT GROUP SUP... [Qualified ... |Dunn, James P (CO-PEC) CO-P... |Availakle Mo Mo 7 j Prlnt WIII Open a Cognos Wlndow (Internet EXpIOrer) tO

GoTol | | wiew BT M

Roster

display a printable/saveable ROSS Reports version of the

Inventory | Atternates |

Resource Name \

Add|As Alternate: AddiSwan View,

" Local Imsentory n
&
Unit ID " Non-Local Inventory*
[Oual Status
)

current state of the Master Roster.

Add/Swap Roster Resources pane allows you to select the
' resource that will be assigned to a roster position, as well as

list alternates for each type of position on the Master Roster.

4/18/2014

4



ADDING POSITIONS TO MASTER ROSTER:

Click the Action button and select Add Position. You will then see this pop-up window. Choose the

Overhead Catalog and Positions Category, then click
Search.

Qualified ...

LML g vy

Qualified ... |Overhye, Laurence E (CO-GJC) Q-G [Availahle Mo

acton | 6o View Print

4,

Delete Position +

Remove Resource +

rSet Search for Cataloy
Mark &s Reserved + i+ Local Inventony
. Catalog Overhead
- Change Restriction + P T a—— ,— |—
on-Local Imsentory Category |Pnswtmns
item Name |
Item Code | Keyword |
Cataloy ftem
"C"FALLER CERTIFIER CCRT o
ACCOUNTANT ACCO
ACCOUNTING TECHNICIAN ACCT
ADMINISTRATIVE PAYMENT TEAM LEADER APTL
ADMIMISTRATIVE PAYMEMT TEAM MEMEER APTH
ADO TEAM MEMBER ADOM ﬂ
# Positions |1 Restriction | qualified Only =
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Highlight the position you wish to add to the roster from the

Catalog Item list,

\

&5 Add Polltion

ﬂ Selef positions to be added under position

ROSTIER - TEAM - IMT - T1 - LONG - RM - Blume - 2014 (CO-RMC)

rSet Seaifgh for Catalog kems

"C" FALLER CERTIFIER

catalog) [overneas  ~| ﬁ
Categon |F'osm0n9 ﬂ /'/
ttem Nanig |

ltem Code’ | Keyword \

ACCOUNTANT

ACCOURNTING TECHMICIAMN

ADMINISTRATIVE PAYMENT TEAM LEADER APTL
ADMINISTRATIVE PAYMENT TEAM MEMEBER APTM
ADQ TEAM MEMBER ADOM j

# Positions |1

Restriction | qyalified Only hd

then enter the appropriate number in # Positions.

Confirm the Restriction for the position
(Qualified, Trainee Acceptable, Trainee Required).
NOTE: All IMT Primary Trainee positions should

‘be restricted to Trainee Required.

& Add Position

ﬂ Select positions to be added under positi
ROSTER - TEAM - IMT - T1 - LONG - RM - Blughe - 2014 (CO-RMC)

rSet Search for Catalog items

Catalog Overhead hdl ﬁ
Category Faositions - n
ltem Hame \

ttem Code Keyword

atalon fe
"C"FALLER CERTIFIER CCRT o
ACCOUNTANT ACCO j
ACCOUNTING TECHNICIAK ACCT
ADMIMISTRATIVE PAYMENT TEAM LEADER APTL
ADMIMISTRATIVE PAYMENT TEAM MEMBER APTM
ADO TEAM MEMBER ADOM 7

#Positions [1 Restriction | o ziified Only -

When you’re ready, click Apply to add your
position(s) to the current roster.

NOTE: This screen will remain open after you click Apply, so you can keep adding positions until you are finished. Then click

Close.

Newly-added position(s) will be added to the bottom of the roster:

To move a position up or down, find the position you
want it to appear before and note the number in the
far-right column for that position.

Enter the line number of that position in the Set To #
box and click the button.

rPrimary Rost@r Position
[Position
SUPPLY UNIT EADER (SPU...|Qualified ... |Hunter, Melissa A& (CO-RMC) CO-R... |Reserved ves (Mo 0| A -]
SUPPLY UNIT LBADER (SPU.. | Trainee A... a1 l
STRUCTURAL PROTECTIO.. [Gualified .. |Schanel, James & (CO-PEC) CO-P... |[Available Mo Mo a2
TRAINING SPECIR IST (THSP|Qualified . [BOURNAZIAN, MIKE (WY-COC) WG |Available Mo [Nao B3
DIVISIONIGROUP WIFERVIS.. | Trainee R... a4 v
TIME UNlTLEADﬂ\ME) Qualified ... [Lownes, Janice Sue (CO-PBC) CO-P... |[Available Mo Mo a5
"C" FALLER CERTIFIER (CC_ |GQualified 86 z‘
Action GoTio Miew Print Set To# We
ridd Rwan Rnstar Ragnnr
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You will now see your new position in its new location, and notice the position
that was in that position number is now occupying the next slot down.

rPrimary Roster Posifon
Poston _________IRestriction [ResourceName _____________JJunitiD [Staws _____JLocal [Reserveu [
SUPPLY UNIT LEADERGMILL... |Qualified .. Hunter, Melissa A (CO-RMC) CO-R.. [Reserved Yes Ma a0
"C" FALLER CERTIFIER (... |Qualified ... 81
SUPPLY UNIT LEADER (SPUL.|Trainee A... a2
STRUCTURAL PROTECTIO... |Qualified ... |Schanel James A {CO-PEC) CO-P... |Available Mo Mo a3
TRAINING SPECIALIST (TNSP)| Qualified BOLURMAZIAN, MIKE (WY-CDC) WY-C | Available Mo Mo a4
DYISIOMIGROUP SUPERYIS...|Trainee R.. a5
TIME UNIT LEADER (TIME) Qualified ... |Lownes, Janice Sue (CO-PBEC) CO-P... |Available Mo Mo 86
Action | GoTo | Wiew Print SetTo# | [a1

You can also use the Up/Down arrows on
the right side to move positions within the
roster, but this is a slower process than
setting the position number.

«—

ridd Kwan Rnctar Roannmn

DELETING POSITIONS FROM MASTER ROSTER:

To delete a position, simply highlight it in the Primary Roster Position pane, click Action and select Delete Position.

rPrimary Roster Position

INCIDENT COMMANDER, TY... [Gualified .. |Blume, Robert P (CO-FTC) CO-F... |Availahle o Mo 1
INCIDENT COMMAMNDER, TY... |Qualified .. |PECHOTA, TODD (SD-GPC) S0D-B... |Available Mo Mo 2
INCIDEMNT COMMANDER, TY... |Trainee A |DALLAS, DAN (CO-PBC) CO-R..|Ava Mo Mo 3
AR OPERATIONS BRANCH ... |Qualified .. |[TRAPP, LARRY {WY-RWC) - |Available Mo Mo 4
AR OPERATIONS BERANCH ... |Trainge A.. 5
AR SUPPORT GROUP SUP_. |Qualified .. |Dunn, James P (CO-PBC) CO-P_ |Available Mo Mo B
AR TACTICAL GROUP SUPE...|Qualified ... 7
Action | Go 1o | Wiew | Print ‘

SetTo# ||

Roster R
Inventory | Atternates |

Add Position
Change Restriction +

Resource Name |
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Click Yes in the pop-up confirmation window.
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CHANGING THE POSITION RESTRICTION

In the pop-up window, use the dropdown to select the
In the Primary Roster Position pane, click Action and preferred restriction, then click OK.
select Change Restriction.

1alified .. | ‘ | ‘ ‘
[
[Position ____________| Resourcel ime [unit D [Status | [_#
SUPPLY UNIT LEADER (2PU...|Qualified ... |Hunter, Mellisa A (CO-RMC) CO-R... |[Resemed Yes  |MNo a0
“C" FALLER CERTIFIER (CC.. |Qualified 81
SUPPLY UNIT LEADER (SPU._ |Traines A, 82
STRUCTURAL PROTECTIO.. |Qualified .. |Schanel, Jarfies A (CO-PBC) CO-P... |Available Mo Mo a3 i able
TRAINING SPECIALIST (TMSP) | Qualified BOURNATIAR, MIKE (WY-CDC) WY-C |Available Mo Mo 84
DIMISIOMIGROUP SUPERVIS . (Traines R 85
TIME UNIT LEADER (TIME) Gualified ... |Lownes, Janlle Sue (CO-PBEC) CO-P... |Available Mo Mo B6

l:::in 8 o print _setTo# | [t )
e A ' You will be retu.rr.1ed to the Roster screen, whtf:re. you
N %Q Lty s can see the position(s) with the changed restriction.
NOTE: All Primary Trainee positions should be rostered with the NOTE: To update multiple positions simultaneously, hold
Trainee Required restriction. Trainee Required restriction will not ~ Ctrl while clicking the desired positions, then follow the
allow a fully-qualified resource to be assigned to that position. same steps as described.

Trainee Acceptable should only be used if a trainee is acceptable in
a position that will not have a rostered resource, and is listed on the
On-Call roster as “Vacant-Please Fill.”
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ASSIGNING RESOURCES TO MASTER ROSTER POSITIONS

T N T — |
In the Primary Roster Position pane, highlight the position to which S — e g |
you wish to assign the resource. | e | ETETETCETETTET Has Non Local Resaurces - Yes J !
NOTE: Even if a position already has a ré GSSIgned you can R”mwm S i
assign a different resource without removing the eXi one first. O — T — N ST MO ’
lﬁil‘éiiﬁiiﬂﬂiﬁii;i i”:L'SZZ_ Zif&?‘élﬁ?%i‘ééii“ ii.i i EZ SZ : ﬂﬂ
e ——— e
AR TAGTICAL GROUP SUPE_|Guaifer v ]
Goto. | | View Print _serox | [
S
Resource Name |  Locat imertory 7
In the Add/Swap Roster Resources pane, choose the resource you e — mm"é:
wish to assign. T R T A
This can be someone in either the Inventory or Alternates tab. ,
(See instructions for adding alternates.) $ vou_|

NOTE: Because the IMT resource items are managed by RMACC, the only resources that will appear in the Inventory tab are
those for which CO-RMC is the home dispatch center. If you are rostering at a differeny/center, the tab will show resources
local to that center when the Local Inventory radio button is selected.

If the resource you are looking for is not listed in either tab, click the Non-Local Inventory radio button to activate that field
and enter the unit ID for the resource’s DISPATCH CENTER, not their home unit ID.

Click the Filter 1 button, and all resources meeting the qualification and restriction requirements for the selected position
will populate the lower block.
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Once you have highlighted
the resource to be assigned,
click Add/Swap to fill the
roster position.

ADDING ALTERNATES TO ALTERNATES TAB

rAdd'Swap Roster Resources
Inventory | Alternates I

Hammond, Clark D (CO-RMC)

Resource Name | + Local Inventory -
Z

Unit ID (" Mon-Local Inventony®

Qual Status

CO-CE0  |Returned Fraom As... |QUALIFIED  |Ma

Add As Alternate

AddiSwap

NOTE: This pane also
allows you to view
information about the
highlighted resource and
his/her home unit by
clicking the View button.

View ‘e

From the Add/Swap Roster Resources pane, you can highlight the desired resource and click Add As Alternate. This function
will add the resource to the Alternates tab, making finding them in the future much faster! Now you won’t need to look up
that resource by his/her dispatch center first.
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